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SIS 2000+ Training Manual 
 
 

Create and Print Food Service Documents 
 

Purpose 
This program is used to create and maintain Food Service Documents, which includes Account 
Statements, Account Letters, Form Letters, Meal Cards, Bar codes, and Mailing Labels.  
Documents are printed through Food Service Reports, Letters & Labels. 
 
How do Food Service Documents work? 
 
A Text Editor is combined with mail merge capabilities to produce practically any type of custom 
document.  Data fields from the Student Editor, Faculty Editor, Patron Editor, and Food Services 
Accounts are available.  During printing, the student’s Primary Language is referenced for the 
document.  If the Primary Language is not present, then the Home Language is used.  If neither 
language is present, then the document language defaults to English.  Faculty documents print 
using English.  Patron documents print using the language specified in the Patron Editor. 

Training Objectives 
Create an Account Statement 
Understand the difference between Account Statements and Account Letters 
Create Account Letters 
Create Form Letters 
Create Meal Cards 
Create Bar codes 
Create Mailing Labels 
Understand the Print to form setting and how this setting controls the document format 
Understand how to insert merge fields 
Understand how to insert text 
Edit and manipulate document format to accommodate window envelopes 
Understand how to create a document in multiple languages 
Preview and evaluate document format 
Print Documents 

Pre-requisites 
None (however, student, faculty and patron data must be present in SchoolNet prior to printing 
documents) 
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Accessing Food Services Document Editor 
 
From the SchoolNet Main Menu, click on the Food Service button.  From the Food Services menu 
click on the Reports button and select Letters & Labels from the Report Groups menu.  Open 
the Documents menu pad and select Document Editor. 
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Tasks 
 
Create a Document Template – Account Statement 
 
Detailed steps are provided for creating Account Statements.  Other document types follow 
basically the same procedure, therefore only sample templates and finished documents are 
provided for the remaining document groups. 
 

 
Click on the New button to present a blank document template.  Complete the following: 
 
Document Definitions 
 
 Description (user-defined) 
  Enter the description for this account statement.  Ex:  Account Statement 2/sheet 
 Document Group 

Select Account statements.  The Document group is used to organized documents (see 
List).  The document  group has no impact on the document format. 

 Document tracking 
  Check if a printing record is maintained for this document 
 Documents for 

Identify the target consumer type for this document (students, faculty, and food service 
patrons) 

 Use this data 
Selections available for this are determined by the Documents for setting.  For example, 
Documents for Students determines that Use this data will offer Student demographics 
and Students with account data.  Student demographics makes available Student Editor  
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Create a Document Template – Account Statement (continued) 
 
fields.  Students with account data makes available student demographic fields plus Food 
Services Accounts fields. 

  
Print to form 

This setting controls the physical format to be used for this document -- the label format, the 
number of documents per sheet, the preset meal card, etc. 
 
 

 
Please note: 

All Food Svc Statement Print to form settings use a preset statement format, which 
includes summarized account data in the top right portion of the document.  The account 
statement consists of three bordered areas.  The upper right area is reserved for preset 
merge fields.  The upper left may be used for text and consumer merge fields.  The main 
body may be used for text and merge fields as desired. 
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Create a Document Template – Account Statement (continued) 
 
 
Document text 
 
Click on the text window to activate.  Notice the Merge Field button is active. 
 

 
 
Since Print to form is using a Food Svc Account Statement  format, the upper right portion of the 
document is reserved for preset merge fields.  These fields do not appear in the document 
template, but are inserted during printing.  Display the document to evaluate positioning, and then 
make adjustments by adding or removing carriage returns. 
 
Enter Text 
 
Follow standard text editor procedures. -- text entry, Tab, spacebar, cut & paste etc.  Use the 
Enter key to add carriage returns.  Use the backspace key to remove characters, spaces, and 
carriage returns. 
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Create a Document Template – Account Statement (continued) 
 
Insert Merge Fields 
 
Position the cursor in the desired location.  Use the Merge Field button (or Alt-M) or press the 
Insert key.  Highlight the merge field from the list (single-click, then click Insert, or double-click 
on the Field or Description). 
 

 
Merge Fields are represented in the text by <firstname>.  Once a merge field has been inserted, 
it may be treated as any other text i.e.:  place the cursor in front of the field and use the spacebar 
or Tab key to move the field or use the Enter key to insert carriage returns before the field, 
highlight to select then delete or copy, etc. 
 
Save  when finished.  The length of the document is compared with the Print to form setting.  You 
will be notified if the document length exceeds the maximum length permitted.  If this is the case, 
then place the document back into edit mode and make adjustments. 
 
Preview and Evaluate  format.  Several evaluations may be necessary to achieve the desired 
appearance.  If, after previewing you wish to modify document format, return to the Document 
Editor, use the List or VCR buttons to locate the document, place into Edit mode and complete 
adjustments. 
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Create a Document Template – Account Statement (continued) 
 
 
Sample Food Service Account Statement Template  (Print to form = Food Svc Account 
Statement) 
 
 

 
 
Sample Account Statement (displayed or printed) 
Notice the preset account data fields, upper right portion of statement 
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Create Additional Language Templates for a Document 
 

 
After the current template has been saved, click on the Add button at the top of the text area to 
add another language version of this document.  Add present the Select Language  screen. 
 

 
Highlight the language for the new version, then click on the Select button.  Only unused 
languages for this document are available for selection. 
 
Complete the document text for the new language version and Save .  Notice the text field by the 
Add and Remove  buttons now shows “2 of 2”, indicating two language version of this document 
are present. 
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Create Additional Language Templates for a Document (continued) 
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Preview / Evaluate / Print Document 
 
Exit the Document Editor and return to the Letters & Labels screen. 
Set consumer selection criteria. 
Retrieve  consumer print pool 
 

 
 
Move consumers to Print Queue  >> 
Proceed to document selection 
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Preview / Evaluate / Print Document (continued) 
 
Select Document 
 
Select Document Group (highlight Account Statements) 
Select Document (highlight the specific account statement -- this is the document Description) 
Print to form format displays at right (Start Print location defaults to upper left position) 
 
Display to preview format. 

Display is limited to the first 10 sheets.  If format requires editing, close the preview, then click 
on the Edit button to access the template for this document.  Adjust format, Save , Quit and 
re-Display. 

Print 
 Select Start print position 
 Click on the Print button 
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Sample Account Letter Template and Document 
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Sample Account Letter Template and Document (continued) 
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Sample Form Letter Template and Document 
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Sample Bar Code Template and Document 
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Sample Bar Code Template and Document (continued) 
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Sample Meal Card Template and Document 
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Sample Meal Card Template and Document (continued) 
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Sample Meal Card Template and Document (continued) 
 
 

 



 
 

20

Sample Mailing Label Template and Document 
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Sample Mailing Label Template and Document (continued) 
 
 

 
 
 


